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COUNCIL  ON  ENVIRONMENTAL 
QUALITY 

PRIVACY  ACT  OF  1974 
Systems  of  Records 

Pursuant  to  the  provisions  of  the  Privacy  Act  of  1974,  Public 
Law  93-S79,  5  U.S.C.  5S2a,  the  Council  on  Environmental  Quality 
hereby  pubUshes  for  comment  the  following  notice  of  systems  of 
record  subject  to  the  Privacy  Act  of  1974  which  are  maintained  by 
the  Council.  Any  person  interested  in  commenting  on  the  routine 
use  portions  of  the  system  notices  may  do  so  by  submitting  com¬ 
ments  in  writing  to  the  Office  of  General  Counsel,  Council  on  En¬ 
vironmental  Quality,  722  Jackson  Place,  NW.,  Washington,  D.C. 
20006.  Comments  should  be  submitted  on  or  Ixfore  February  10, 
1977.  The  routine  uses  of  these  systems  of  records  will  become  ef¬ 
fective  February  10,  1977,  unless  the  Council  finds  it  necessary  to 
modify  them  in  response  to  comments  received  from  the  public. 
Hie  remainder  of  the  system  notices  are  effective  immediately 
upon  publication.  The  Council’s  procedures  for  access  to  records  in 
tte  systems  are  proposed  as  Title  40  Part  1516  of  the  Code  of 
Fedei^  Regulations.  (See  proposal  document  published  January  5, 
1977). 

Dated  at  Washington,  D.C.  on  December  29,  1976. 

David  W.  Tunderman, 

Acting  General  Counsel. 

0331-0001(CEQ-1) 

System  name:  Payroll  Records— Council  on  Environmental  Quality. 

System  location:  General  Services  Administration,  Region  3  Of¬ 
fice;  copies  held  by  the  CouncO.  (GSA  holds  records  for  the  Coun¬ 
cil  on  Environmental  Quality  under  contract.) 

Categories  of  individuals  covered  by  the  system;  Employees  and 
members  of  the  Council. 

Categories  of  records  in  the  system:  Varied  payroll  records,  in¬ 
cluding,  among  other  documents,  time  and  atten:bnce  cards;  pay¬ 
ment  vouchers;  comprehensive  listing  of  employees;  health  benefits 
records,  requests  for  deductions;  tax  forms,  W-2  forms,  overtime 
requests;  leave  data,  retirement  records.  Records  are  used  by 
Council  and  GSA  employees  to  maintain  adequate  payroO  informa¬ 
tion  for  Council  employees,  and  otherwise  by  Council  and  GSA 
employees  who  have  a  need  for  the  record  in  the  performance  of 
their  duties. 

Antbority  for  maintenance  of  the  system:  31  U.S.C.  generally.  Also 
The  National  Environmental  Policy  Act,  42  U.S.C.  4321  et  seq. 
(P.L.  91-190). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Appendix.  Records 
also  are  disclosed  to  GAO  for  audits;  to  the  Intern^  Revenue  Ser¬ 
vice  for  investigation;  and  to  private  attorneys,  pursuant  to  a  power 
of  attorney. 

A  copy  of  an  employee’s  Department  of  the  Treasury  Form  W-2, 
Wage  and  Tax  Statement,  also  is  disclosed  to  the  State,  city,  or 
other  local  jurisdiction  which  is  authorized  to  tax  the  employee’s 
compensation.  The  record  will  be  provided  in  accordance  with  a 
withholding  agreement  between  the  State,  city,  or  other  local  ju¬ 
risdiction  and  the  Department  of  the  Treasury  pursuant  to  S  U.S.C. 
3516,  5517,  or  5520,  or  in  the  absence  thereof,  in  response  to  a 
written  request  from  an  appropriate  official  of  the  taxing  jurisdic¬ 
tion  to  the  Administrative  Officer,  Council  on  Environmental  Quali¬ 
ty,  722  Jackson  Place,  NW.,  Washington,  D.C.  20006.  The  request 
must  include  a  copy  of  the  applicable  statute  or  ordinance  authoriz¬ 
ing  the  taxation  of  compensation  and  should  indicate  whether  the 
authority  of  the  jurisdiction  to  tax  the  employee  is  based  on  place 
of  residence,  place  of  employment,  or  both. 

Pursuant  to  a  withholding  agreement  between  a  city  and  the  De¬ 
partment  of  the  Treasury  (5  U.S.C.  5520),  copies  of  executed  chy 
tax  withholding  certificates  shaD  be  furnished  the  city  in  response 
to  a  written  request  from  an  appropriate  city  official  to  the 
Administrative  Officer 
/Council  on  Environmental  Quality 
722  Jackson  Place,  NW., 

Washington,  D.C.  20006 

Poldes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  and  microfilm. 


RetrievabilMy:  Social  Security  Number. 

Safegnards:  Stored  in  guarded  budding;'  released  only  to 
authorized  personnel,  including,  among  others,  GSA  Agency 
Liaison  Personnel  and  payroD,  finance,  and  legal  staff. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address: 

Administrative  Officer 
Council  on  Environmental  Quality 
722  Jackson  Place,  NW. 

Washington,  D.C.  20006  • 

Notification  procedure:  Contact  Administrative  Officer  of  the 
Council  and  refer  to  the  CouncQ’s  access  regulations  contained  in 
Part  1516  of  the  Code  of  Federal  Regulations. 

Record  access  procedures:  Contact  Administrative  Officer  of  the 
Counefl  and  refer  to  the  Counefl’s  access  regulations  contained  in 
Part  1516  of  the  Code  of  Federal  Regulations. 

Contesting  record  procedures:  The  subject  individual;  the  Council. 

0331-0002(CEQ-2) 

System  name:  General  Financial  Records— Council  on  Environmen¬ 
tal  Quality. 

System  location:  General  Services  Administration,  Central  Office, 
copies  held  by  the  Council.  (GSA  bolds  records  for  the  Council  on 
Environmental  Quality  under  contract). 

Categories  of  iadhridnak  covered  by  the  system:  Employees  and 
members  of  the  CounciL 

Categories  of  records  in  the  system:  SF-1038,  Application  and  ac¬ 
count  for  advance  of  funds;  Vendor  register  and  vendor  payment 
tape.  Information  is  used  by  accounting  technicians  to  maintain 
adequate  financial  information  and  by  other  officers  and  employees 
of  GSA  and  the  Council  who  have  a  need  for  the  record  in  the  per¬ 
formance  of  their  duties. 

Authority  for  maintenance  of  the  system:  31  U.S.C.,  generally 
Also  the  National  Environmental  Policy  Act,  42  U.S.C.  4321  et  seq. 
(P.L.  91-190). 

Routine  uses  of  records  maintained  in  the  system,  inchiding  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  See  Appendix.  Records 
also  are  released  to  GAO  for  audits;  to  the  IRS  for  investigation; 
and  to  private  attorneys,  pursuant  to  power  of  attorney. 

PoBcies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  and  tape.  ' 

Retrievabilty:  Manual  and  automated  by  name. 

Safegnards:  Stored  in  guarded  building;  released  only  to 
authorized  personnel,  including,  among  others,  GSA  Agency 
Liaison  Personnel,  and  payroll,  finance,  and  legal  staff. 

Retention  and  disposah  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition. 

System  manager(s)  and  address: 

Administrative  Officer 
Counefl  on  Environmental  (Quality 
722  Jackson  Place,  NW. 

Washington,  D.C.  20006 

Notifkatioa  procednre:  Contact  Administrative  Officer  of  the 
Counefl  or  refer  to  the  Council’s  access  regulations  contained  in 
Part  1516  of  the  Code  of  Federal  Regulations. 

Recnrd  access  procedures:  Contact  Administrative  Officer  of  the 
Counefl  or  refer  to  the  Counefl’s  access  regulations  contained  in 
Part  1516  of  the  Code  of  Federal  Regulations. 

Contesting  record  procedures:  The  subject  individual;  the  Counefl. 

«331-003(CEQ-3) 

System  name:  General  Informal  Personnel  Files— Council  on  En¬ 
vironmental  Quality. 

System  location:  Counefl  on  Environmental  Quality. 

Categories  of  individnak  covered  by  the  system:  Employees  and 
members  of  the  Counefl,  past  and  present. 

Categories  of  records  in  the  system:  Personnel  qualifioations  state¬ 
ments  (SF  171),  personnel  action  requests  and  notifications,  coun- 
sultant  and/or  expert  certifications,  delegations  of  authority, 
background  information  for  security  clearances  (non-sensitive  and 
critical-sensitive),  statements  of  employment  and  financial  interests, 
training  materials  and  corresponsence  with  the  CouncO. 
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Aatkorky  tor  maialnioacc  of  the  systca:  Tide  5,  U.S.C.. 
generally.  Also  the  National  Environmental  Policy  Act,  42  U.S.C. 
4321  et  seq.  (P.L.  91-190). 

Routine  uses  of  records  maialaiacd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Appendix. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper. 

Retrievability:  Manual. 

Safeguards:  Stored  in  lockable  file  cabinets,  released  only  to 
authorized  personnel,  including  among  others,  GSA  Agency  Liaison 
Personnel  and  payroll,  finance  and  legal  staff. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  GSA  records  maintenance  and  disposition 
system. 

System  raanager(s)  and  address: 

Administrative  Officer 
Council  on  Environmental  Quality 
722  Jackson  Place,  NW. 

Washington,  D.C.  20006 

Notification  procedure:  Contact  Administrative  Officer  of  the 
Council  or  refer  to  the  Council's  access  regulations  contained  in 
Part  1516  of  the  Code  of  Federal  Regulations. 

Record  access  procedures:  Contact  Administrative  Officer  of  the 
Council  or  refer  to  the  Council’s  access  regulations  contained  in 
Part  1516  of  the  Code  of  Federal  Regulations. 

Contesting  record  procedures:  The  subject  individual;  the  Council. 

APPENDIX — The  Council  on  Environmental  Quahty 

In  the  event  that  a  system  of  records  maintained  by  this  agency 
to  carry  out  its  functions  indicate  a  violation  or  potential  violation 
of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  program  statute,  or  by  regu¬ 
lation,  rule  or  order  issued  pursuant  thereto,  the  relevant  records  in 
the  system  of  records  may  be  referred,  as  a  “routine  use,"  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 


A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use"  to  a  Federal,  State,  or  local  agency  maintaining  civil, 
criminal,  or  other  relevant  enforcement  information  or  other  per 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  the  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract  or  the  issuance  of  a  license,  grant,  or  other 
benefit. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use"  to  a  Federal  agency,  in  response  to  its  request,  in 
connection  with  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  the  reporting  of  an  investigation  of 
an  employee,  the  letting  of  a  contract,  or  the  issuance  of  a  license, 
grant,  or  other  benefit  by  the  requesting  agency,  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  requesting  agency's 
decision  in  the  matter. 

A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner,  formal  complaints  examiner,  ^ 
equal  employment  opportunity  investigator,  arbitrator  or  other  duly 
authorized  official  engaged  in  an  investigation  or  settlement  or  a 
grievance,  complaints,  or  appeal  filed  by  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  as  a  “routine  use"  to 
the  United  States  Civil  Service  Commission  in  accordance  with  that 
agency's  responsibility  for  evaluation  and  oversight  of  Federal  per¬ 
sonnel  management. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use"  to  officers  and  employees  of  a  Federal  agency  for 
purposes  of  audit. 

The  information  contained  in  the  system  of  records  will  be  dis¬ 
closed  as  a  “routine  use"  to  the  Office  of  Management  and  budget 
in  connection  with  the  review  of  private  relief  legislation  as  set 
forth  in  0MB  Circular  No.  A-19  at  any  stage  of  the  legislative  coor¬ 
dination  and  clearance  process  as  set  forth  in  that  Circular. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use”  to  a  Member  of  Congress  or  to  a  Congressional  staff 
member  in  response  to  an  inquiry  of  the  Congressional  office  made 
at  the  request  of  the  individual  about  whom  the  record  is  main¬ 
tained. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use"  to  officers  and  employees  of  the  General  Services 
Administration  in  connection  with  administrative  services  provided 
to  the  Counefl  under  agreement  with  GSA. 

[FR  DOC.76-38494  FUed  12-30-76;2:37  pm] 
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MAIL  ORDER  FORM  To:  Superintendent  of  Documents,  Government  Printing  Office 
Washington,  D.C.  20402 


Enclosed  find  $ . (check,  money  order,  or  Supt.  of  Documents  coupons).  Please  send 

me .  copies  of  the  GUIDE  TO  RECORD  RETENTION  REQUIREMENTS,  1976,  at  $2.00 

per  copy. 


•  (Catalog  No.  GS  4.107/a:R245/976)  (Stock  No.  022-003-00915-9) 

i  Please  charge  this  order  Name  . 

I  to  my  Deposit  Account  Street  address  . 

J 

I  No . 

i  City  and  State . ..ZIP  Code. 

i. . . . 


This  useful  reference  tool,  compiled 
from  agency  regulations  and  U.S. 
Statutes,  is  designed  to  assist  industry 
and  the  public  with  their  recordkeeping 
obligations. 

The  various  digests  in  the  9<J-page 
"Guide”  tell  the  user  (1)  what  records 
must  be  kept,  (2)  who  must  keep  them. 


and  (3)  how  long  they  must  be  kept. 
Each  digest  also  carries  a  reference  to 
the  full  text  oC  the  basic  law  or  regula¬ 
tion  providing  for  such  retention. 

The  booklet’s  index  lists  for  ready  refer¬ 
ence  the  categories  of  persons,  groups, 
and  products  affected  by  Federal  record 
retention  requirements. 


Price:  $2.00 

Compiled  by  Office  of  the  Federal  Register,  National  Archives  and  Records  Service. 
General  Services  Administration 

Nprder  from  Superintendent  of  Documents,  U.S.  Government  Printing  Office 

Washington,  D.C.  20402 


£Rcvised  as  of  January  1, 1976} 


Guide  to 
Record  Retention 
Requirements 
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